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POLICY 

It is the policy of the Michigan Department of Human Services 
Bureau of Juvenile Justice (BJJ) that incidents requiring investiga-
tion are referred to the BJJ director and other agencies as appropri-
ate. 

PURPOSE 

This policy ensures that rule infractions are promptly referred and 
assigned to the appropriate person/agency for investigation. 

DEFINITIONS 

See JRG, JJ Residential Glossary. 

RESPONSIBLE 
STAFF 

Designated in the facility standard operating procedure. 

PROCEDURE 

Each facility is required to develop and implement standard operat-
ing procedures (SOPs) relative to investigation referral. At a mini-
mum, these SOPs must contain the following requirements: 

Investigation 
Request 

The facility/center director or designee requests the investigation in 
writing to the director of the BJJ residential facilities division within 
one (1) working day of occurrence. 

The director of the BJJ residential facilities division or designee for-
wards the request to the director of the bureau of juvenile justice via 
email, fax, or telephone. 

The investigation request consists of all of the following: 

 Complete names and titles of staff involved. 

 Complete names of juveniles involved, a copy of the youth face 
sheet (DHS 3307-A), and housing location. 

 Date/time/location of incident. 

 Names of all potential witnesses. 
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 Detailed description of the incident, including all information 
that may prove or disprove the allegation or incident. 

 A list of evidence collected at the scene (described in detail 
including chain of custody and evidence storage). 

 Photographs or videos related to the incident. 

 Copies of BJJ incident report(s) related to the incident. 

 Any other related supporting documentation. 

Incidents 
Referred for 
Investigation 

Incidents referred for investigation include all of the following: 

 Criminal activity: 

 Allegations of criminal misconduct (excluding child abuse 
and neglect, see Child Abuse and Neglect Reporting, JR5 
512) are referred to local law enforcement authorities. 

 After notification to law enforcement, the BJJ director is 
immediately notified and he/she makes appropriate 
referrals. 

 The BJJ investigation officer serves as the liaison to law 
enforcement during the criminal investigation and may 
conduct a concurrent investigation. 

 Major rule infractions. 

 Infractions committed by an employee on duty that would 
generally result in dismissal. 

 Employee wrongdoing. 

 Employee conduct that may discredit the public perception of 
BJJ. 

Exception:  Union grievances are referred to the DHS office 
of labor relations. 
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Assignment to 
the BJJ 
Investigations 
Officer 

The BJJ director or designee reviews each referral and either 
approves or disapproves assignment to the BJJ Investigation Unit 
within five (5) days of receipt. 

If the referral is disapproved, the referring party is informed of the 
decision and its rationale. 

The BJJ director or designee may also assign background investi-
gations, special projects, and investigations involving federal, state, 
or local law. 

Incidents 
Investigated by 
Facility 
Management 

Typically, all of the following incidents are investigated by facility 
management: 

 Continued or gross neglect of duty including: 

 Absence without leave, or failure to give proper notice of 
absences. 

 Habitual tardiness or excessive absenteeism. 

 Possession of alcohol or being under the influence of alcohol 
while on state property or while on duty. 

 Insubordination or other serious breaches of discipline 
involving improper attitudes toward supervisor or coworkers. 

 Any other administrative type of incident. 

Sexual and 
Discriminatory 
Harassment 

Sexual and discriminatory harassment complaints are referred to 
the Office of Equal Opportunity and Diversity Programs.  

AUTHORITY 
Management and Budget Act, MCL18.1101 
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